Conversion

A. Introduction

Because there will not be an automated conversion to ACE, the
KidsCare Office will need to enter the information from KEDS into
ACE.

Renewal applications will require the case to be processed in
KEDS, and if approved in ACE.

This process is only affected by renewals that are going to be
processed in KEDS.

Intake applications will do an initial search to see if the customer is
known to KEDS (See Registering an Initial Application Chapter),
but will be processed in ACE.

Changes will be processed in the applicable system that the
customer is active on. If the customer is active in KEDS, the
change will be processed in KEDS; while if the customer is active in
ACE, the change will be processed in ACE.

Note: If the customer is requesting to have a parent or child added
on to the case, treat the case like a renewal.

B. Renewals Processed in KEDS

When a renewal comes into the KidsCare Office that was
generated by KEDS (KC-1201), the renewal must be processed in
KEDS first.

The case will be processed as a renewal normally is in KEDS.
Depending on the end result of the renewal will depend on the next
action that needs to be taken.

If the renewal disposition ends with the entire family ineligible for
KidsCare, discontinue the case with the applicable reason in KEDS.
The case will not be entered in ACE.

If the renewal disposition ends with one member of the family still
eligible for KidsCare, approve the renewal in KEDS. Then create a
change boundary for the next month on the KC370 and discontinue
the family using the AC disposition reason.
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Once the case is closed in KEDS, you will now need to enter the
family’s information into ACE.

C. Entering a Renewal into ACE

1. Registering the Renewal in ACE

After completing the KEDS disposition, register a KidsCare
application using the following steps.

a) Group Assignment Window

1. Click on “Identification”. Select “Group Relationship”.
This takes you to the “Group” window, “ Group
Assignment” tab.
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2. Enter the last name, first name, Date of birth, SSN and
gender of the customer.

Disconti-
nuance
reason
IIACH

Be sure that the name, date of birth, SSN and gender are correct when

you enter them in ACE.




3. Click the “Search” button. If no information matches the
name a pop-up window will have the statement, “ Search
complete. No duplicate names found.”
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4. Upon returning to the “Group Assignment” tab, the
information entered for the search is now grayed out, or
disabled, and cannot be changed.

First, assign the “Role” of the individual by clicking on the
appropriate title.

IF the personiis... THEN select...

Approved at renewal for KidsCare or | “Applicant”.
AHCCCS Health Insurance for
Parents.

th)

The Primary Informant in KEDS “Primary Informant
(name on the KC205).

Note: If the Primary Informant was
also approved, the Primary
Informant will have the role of
“Primary Informant” and
“Applicant”.

Inactive after processing the renewal | “Other”
in KEDS




5. Type the “Begin Date” in the “Begin Date” field. This is
the renewal stamp date.

6. No action is needed in the “End Date” field.

7. For the applicants, check KidsCare or KC Parent (depending
on whether the customer is a child or a parent) for the
“Program Type”. You will not need to do this for the roles
of “Other” or “Primary Informant”.

8. Copy and paste the KEDS ID from the KC220 screen in
KEDS into the “Alt ID” field (not labeled on the screen).

9. Enter the “Source Code” in the “Source Code” field. Use
the drop-down menu to select from the available choices.

10.Do not enter a “Priority” in the “Priority” field.
11.Do not enter anything in the “Application received” field.
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12.Click the “Add to Group” button. This action enters the
information you entered in the history grid in the bottom
section of the window and activates the two following
buttons:
Button... Function...
Update (Only enabled Allows you to correct information
when a person is in the Role, Begin Date, End
selected) Date, Program Type, Source




Code, Priority and Applicati

Received fields. The correction
must be done prior to leaving the

window.

on

Remove (Only enabled
when a person is
selected)

Allows you to delete the

individual. The correction must

be done prior to leaving the
window.

13. Continue Steps 1-13 until the entire household has been

registered in ACE then click the “Forward” button.

b) Work Management — Assign New Case Window

1. Assign the application to your own caseload.

Click on the “Assign Worker” button and select your

name.
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After you assign the case to yourself click “OK” to travel the
113 M ” 1]
standard path to the “Demographics” tab on the “Personal
” H
Data” window.
2. Verifying Information

Much of the information that will be entered into ACE will require
you to verify the information. Verification in ACE is accessed

through a “Verified” N & button. For the purposes of
converting information into ACE, you will only need to verify the
required verifications. The “R” | indicates verification is required.

The “N” Hl indicates verification is not required.



i 34 Personal Data (HOMER. SIMPSON - APPLICANT - 100061751, 2/1/2005)

[ Living Arangement | Eligibility )
Demographic T Citizenship/Residency T Studert Status T Address
Group list:[HOMER SIMPSON | |Feb 2006 v|
— Mame M @
. - . armne f=lgln (]
Las’(:ISIMPSON Flr'st:IHOMEF{ Middle |nrt|a|:|  ves G.Q o
— Cther M
i . | . Mame Change
Last:l Flrst:l iddle |nrt|a|:|  ves ( No

Maritalstatus:lMARRlED v[ Eﬁectivedate:lmfﬂﬁa’mﬂfi 'I

Gender: DB [01/051973 ~]
ssn:] 123456798 55N appl date:|_/_/ -] |'

Werified:
Yes

Werified:
Mo

e |EMGLIEH

TR

Ethnicity:lo'rHER j

Fregrnancy

|z applicant pregnart: | § ves § Mo

How raky children are expec{ed:l ﬁ

Expected dus clate:l_,.’_,.J vl WEriEd: _I

— Mative Smerican
Tribe: |

-l

[

Reservation:l

O reseryation
ez o

|

i~ es

—Willing to pay premium;

Mo

£ Unknawn

Werfied:
Yes ﬂ

- Required
Verifications

—— Not Required
Verifications

‘ Back | Eird |

OK |

Cancel |

Fopward |

This will bring up the “Verification Detail” window. For the

conversion from KEDS to ACE, select the appropriate verification in
ACE that was used in KEDS. For instructions on verifications, see
the Verification Chapter.
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If information was verified by collateral contact, be sure to make reference
to the collateral contact form in Fortis.

a) Demographic Tab

1. Before entering information on this window, ensure that the
information you enter is for the correct group member. All
members known to a particular group are displayed in the
“Group List” field.

To open the drop down list, click on the down arrow for “Group
List”. Select the individual for whom you want to enter
information from the list.



4 Personal Data (BART SIMPSON - APPLICANT - 100061753, 2/1,2005)

[ Living Arrangement | Eiigibilty )
Demographic T Citizenship/Residency T Student Status T Address ]
|Feh 2005 v|
— Marme = 5
" . ame f=lgln (]
Lest:[SIMP SMARGE SMPSON EJ.BART Ml infial: | £ ve r:'g Blo
- I |

- Other Name |\ 5, SiMPSON

J Mame Change
Last: | Pt icdle intie: o
Werified:
Marital status: |NEVER MARRIE Yl Effective date: Iﬁ No _I Language: |ENGLISH J

Verified: Verffied;
cender| & m O F DOB;IDZHEHSSS ~] \:fe: |___ ][ :I
Verified: Referral
55: [ a33-93-0654 53N appl date:[_/_ Ir e r T

= Mative Lmerzan

Ethnicity: | INKN OWiN j i O reservation

Tnbe:l j ez 0N

Pregrancy es o
Iz applicart pregnant: | ¢ ves € Mo Reservation:l j

Hawe rany children are expec{ed:l ﬂ —wfilling to pay premium;

] Werified:
Expacted dus date:l_x’_x’ 'I SHeE _I * vez (7 Mo 7 Unknown I;IYES ﬂl
Back | Find | QK | Catcel | Fonmatd |

Group
List

If you entered the name, date of birth, SSN or gender incorrectly, you will
need to fix it on this screen.

2. Enter the following information:
e Marital status
e Language
e Ethnicity
e Pregnancy

e Willing to pay premium



il 3% Personal Data (HOMER SIMPSON - APPLICANT - 100061751, 2/1/2005)

[ Living Arangement | Eligibilty )
Demographic T Citizenship/Residency T Studert Status T Address ]

Group list:[HOMER SIMPSON | |Feb 2006 g/
— Mame m @
" - e armne =y n]]
Lest: [SIMPSON First:{ HOMER /Muduwr/ e G_g Njo

— Cther Mame

;

Mame Change

i Last: I ﬂ/ hiddle initial: I "r vos f‘g o | —
i

i

1

Werified: 4
Marital status: [MARRIED - Eﬁectivedate:lmfﬂafmm 'I Yes y Language:lENGLISH j

Werified: Werified:
corcer| G w CF | pom 017858+ [ oo m|  pem| i [T |
Werified: Referral: I
SSNZW SEM appl date:m W

<+ — Mative Smerican
Ethnicity:IOTHER j - 2 reservation —
Tribe: | =

Fregnancy ——  ves € Mo

) I
is sppicant pregnant: | ¢~ ves ¢~ o || | Fesevation] [-|
Hawy many children are expec{ed:l ﬁ —Willing to pay premiumg
[ ot |
Expected due date:| /¢ / S e _I @ Yez Mo Unknown 1 —
‘ Back | Find | oK | Cangel | Formard |

3. Verify the following items on the Demographic Tab.

e Marital Status
e SSN
e Pregnancy (females only)

4. When you have completed the entries for all group
members, click on the “Forward” button to continue to the
next tab in the Standard Path, which is the “ Relationship”
tab on the “Group” window.

b) Relationship Tab
1. Determine what (if any) relationship the customer has to the

other members of the household on the “Relationship” tab.

2. Select a parent from the Group List.

Marital
Status

Language

Ethnicity

Pregnancy

Willing to pay
premium



=8 Group (HOMER SIMPSON - APPLICANT - 100061751, 2,/1,2005)

Group Assignmet T Relationship ]

jt: - b 2005 =1
Group list: |HOMER SIMPSON «—=] Contol date [F6 2005_=]
Relationships: Group mermbers: Age: Househald:
SPOUSE OF - MARIGE SIMPSON Househaold |
CHILD OF BART SIMPSON
PAREMNT QOF
SIBLING OF LISA SIMPSON
PAREMNT OF ADULT
STEP-PARENT OF
FOSTER-PARENT OF Add
GRAMDPARENT OF

UMNCLE OF
AUNT OF hd| Remoye |

Group relationships:

HOMER. SIMPSOMN SPOUSE OF MARIGE SIMPSON
HOMER SIMPSOMN PAREMT OF LIS SIMPSON
HOMER. SIMPSOMN PAREMT OF BART SIMPSORN
MARIGE SIMPSON PAREMT OF BART SIMPSORN
MARIGE SIMPSON PAREMT OF LIS& SIMPSOR

‘ Back | Find | QK | Cancel | Farmard |

3. In the “Relationships” grid, click on the relationship that
best describes the adult or parent’s relationship to the group
member and click “Add”.

Group
List

If you hold the “ Shift” key, you can click on multiple people. In the
| example above, Homer is parent of Bart and Lisa. If you hold the “ Shift”
* | key, you can select both Bart and Lisa so when you click the “Add”
button, both relationships will appear in the “ Group relationships” grid.




=8 Group (HOMER SIMPSON - APPLICANT - 100061751, 2,/1,2005)

Group Assignmet T Relationship ]

Gmun"stlw— Relationships
Relationships: Age: Househald:

Group mermbers:
SPOUSE OF - MARGE SIMPSON
CHILD OF BART SIMPSON

PAREMT QOF
SIBLING OF LISA SIMPSOR

PARENT OF ADULT
STEP-PARENT OF
FOSTER-PARENT OF
GRANDPARENT OF
UNCLE QF

AUNT OF hd| Remous

Group relationships:

HOMER. SIMPSOMN SPOUSE OF MARGE SIMPSON
HOMER SIMPSON PAREMT OF LI5S SIMPSOR
HOMER. SIMPSOMN PAREMT OF BART SIMPSON
MARGE SIMPSON PAREMT OF BART SIMPSON
MARIGE SIMPSON PAREMT OF LIS SIMPSON

‘ Back | Find | QK | Cancel | Farmard |

4. Continue to repeat the steps for each adult or parent
member of the group until you identify all the relationships
that are parent to child or parent to spouse. If the customer
is not related to a member of the group, indicate this by
selecting “Not related to” from the “Relationships” list.

If you realize you have a group member incorrectly in the
household, click on the group member’s name in the “Group
Members” grid causing it to be highlighted, then click
“Household”.

If you realize you have assigned the incorrect relationship,
click on the group member’s name in the “Group
Relationships” grid causing it to be highlighted, then click
“Remove”.

ACE defaults everyone who is registered in the case to be in the
household. Be sure to not link any people who are in the case but not in
the household.

5. When you have completed all entries, click on the
“Forward” button to continue to the next tab in the Standard
Path, which is the “Address” tab on the “Personal Data”
window.



c) Address Tab

1. Before entering any information on a tab, make sure the
primary informant’s window is displayed. Enter the
“Residence” address and phone number.

ACE automatically determines the “Residence County” when
a complete address is entered in the “Residence” grid.

To use the same residence address for the entire group, click
on the “Copy residence to household” button, and the
residence address will automatically be copied to the rest of the

group.
2% Personal Data (HAN 50L0 - APPLICANT - 100061325, 8/1,/2004)
Living Arrangement | Eligibilitsy I
Dermographic T Citizenship/Residency T Student Status T Address B
Group list: |HAN SOLO j ¥ Member of housshold |Aug 2004 vl
— Residence
Street 1 [1234 N. Chewbacca St Strest 2: 499
City: IPhoenix State: |AZ vl Zip: ISSDDEE | Courtry: |LI.S.A. v[ Copy
Residence courty: IMARICOPA j b residence to
household
Home:l B0Z2-555-9512 Ext: I Business: I - - :
Cell/Pager; I - - Ext: I ail;
Copy residence to househol Copy residence to persan... I Copy residence to mailing |
— Mailing
Street 1: Street 2 |
C'rty:l State: | vl Zip: I I Country:lu_SA. vI
Copy mailing to household I Copy mailing to person... | Copy mailing to residence |
Correspondence Language: | vl —
Back | Find | (8174 | Cancel | Fonward |

2. If the residence address is the same as the mailing address,
click “Copy residence to mailing”.

To use the same mailing address for the entire group, click on
the “Copy mailing to household” button, and the mailing
address will automatically be copied to the rest of the group.



34 Personal Data (HAN SOLD - APPLICANT - 100061325, 8,/1/2004)

Address

Living Arrangemerit | Eligibility I
Citizenship/Residency T

Student Status

I

Demographic

I

j V¥ Wember of household

Group list: |HAN s0L0

|.&ug 2004 'I

— Residence
Street 1: [1234 M. Chewbacos 3t

City: IPhoenix

Street 2: |49

State: |AZ vI

zip: IBSDDB |

Country:ll_l,s,A, vl

Residence county: |MARICOPA

r

Business:l - -

Ext: I—

Ext:|

Home:l B02-555-9512
Cell/Pager; I - -

Copy residence to household I

E-mail: I

Ext: I_

Copy residence to person... I

y o

| Copy residence ta mailing i

— Mailing
Strest 1:1234 N. Chewbacca ot

City 1| Phoenix

Copy mailing to household

Strest 2 |40

State: I@

Copy mailing to persaon... I

Zip: IBSDDB |

Copy mailing ta residence I

Comrespondence Language: | - |

QK |

Copy
residence

to mailing

Copy

L— mailing to

household

Back |

Find | Cancel | Formard |

3. The “Correspondence Language” field is on the bottom of
the “Address” tab. Click on the ¥ (down arrow) and select

the correct correspondence language.

Note: The “Correspondence Language” field of the Primary
Informant will determine the language of the notices and forms

ACE sends to the customer.

%.Personal Data (HAN SOLO - APPLICANT - 100061325, 8/1/2004)

Address

Living Lrrangemerit I Eligibility |
Citizenship/Residency T

Student Status

il

Dernographic

j V¥ Member of household

Group list: [HAN S0LO

|Aug 2004 - I

— Residence
Strest 1 [1234 N. Chewbacsa St

City: IPhoenix

Strest 2: [#99

State: |AZ vI Zip: ISSDDS I

Courtry: m

Residence county: |MAR|(:0PA

-

Home:|502—555—9512 Ex‘t:l Business:l - -

Ext:|

E-mail: I

Ext: I_

Copy residence to person... I

CelliPager: I - -

Copy residence to mailing

Strest 1:[1234 N. Chewbacos St

Cﬂ}filPhoenix

Copy mailing to household I

State:lﬂ Zipilm I—

Copy mailing to person...

Copy residence to household |
~ Mailing Corresp-
Street 2: [#95 U ondence
Language

Country;

Copy mailing to residence I

Correspondence Language: |ENGLISH| - |

Back | Eind | QK |

Cancel |

Fornmward |




4. When you have completed all entries, click on the
“Forward” button to continue to the next tab in the Standard
Path, which is the “Eligibility” tab.

d) Eligibility Tab

1. To have ACE interface with PMMIS, click on the “Search”
button.

ACE automatically conducts a search by using the AHCCCS ID
if one is known. Otherwise, ACE will use the Social Security
Number to search for a match. If it does not find a match for
any of the information entered, the eligibility and enroliment
fields will remain blank and the ACE pop-up box will appear with
the message “No AHCCCS ID exists for this person.”

If the customer does not have a Social Security Number, the “ Search”
button will be disabled.

2% Personal Data (HOMER SIMPSON - APPLICANT - 100061751, 2/1,/2005)

[ Demographic T Citizenship/Residency T Student Status T Address
.
Living Arrangemert T Eligibility I
Group list:HOMER SIMPSON | |Feb 2005 v|
— Demographic Information
AHCCCS D Search
Last rame: [SIMPS ON First name: |HOMER _
/
Date of birth: [0 0657 Age: (26 ssm:| 12346 6795 A3 of date: A
[11/05/2004 /]
Eligibity | Begin Date | End Date |

Request PAS |

Heatth Plan Cortract Type Begin Dte End Date Rte Code | county |

- Determined

. : 55 cazh Foster Care
[T Dissbled [T Blind  Diary date:l_a"_.-" vI erified:
J  Yes % Mo C ves & Mo
Back | Find | QK | Cancel | Forward |

2. If the customer receives SSI Cash, click the “Yes” radio
button. If the customer does not receive SSI Cash, click
“No”.




2% Personal Data (HOMER SIMPSON - APPLICANT - 100061751, 2/1/2005)

[ Demographic T Citizenship/Residency T Student Status T Address
"
Living Arangement Eligibility |
Group list:[HOMER SIMPSON | |Feb 2005 v|
— Demographic Information
AHCCCS ID:
Last name: [SIMPSON First name: [HOMER
Date ofhir‘th:IDHDSN 979 Age:|28 SSN:I 123456795 A of date;
|1'| 052004 - I
Eligibitty | Begin Date | End Date |
Request PAS |
Health Plar Cortract Type Begin Date End Date Rate Cods | caunty |
1 //
— Determined
o Foster Care
I~ |Dissbled [T Bliind  Diary date: |_f_£_ 'I \ferified: -
I;I  Yes (¢ Mo -

Back | Find | (] 4 |

Cancel |

Formard |

3. The Foster Care field is disabled for adults and defaults to
“No” for children. If the customer receives Foster Care,

click the “Yes” radio button.

2% Personal Data (HOMER SIMPSON - APPLICANT - 100061751, 2/1/2005)

[ Demographic T Chizenship/Residency T Student Status T Address
\
Liwing Arrangemnerit Eligibility |
Group list:[HOMER. SIMPSON | |Feb 2005 v|
— Demographic [Hformnation
AHCCCS 1D
Last name: [SIMPSOR First name: [HOMER
Date of birth: [0 06A 375 Age: (36 SSN:I 123456796 As of date:
I'I'I A05/2004 - I
Eligibilty | Begin Date |End Date |
Request PAS |
Heatth Plan Cortract Typs Begin Dte End Date Rate Code | courty |
— Determined .
o S8l cash Foster Care €
[T Dizabled [T Blind  Diarydate:|_/ ¢/ |[= Verified: -
I;I s Mo  ves (& Mo ||

Back | Find | QK |

Cancel |

Forward |

4. When you have completed all entries for everyone in the

household, click on the “Forward” button to continue to the

next tab in the Standard Path, which is the

“Citizenship/Residency” tab.

SSI Cash

Foster
Care



e) Citizenship/Residency Tab

1. The first grid is “ Citizenship”. If the customeris a U.S.
citizen, click on the “Yes” radio button. Note: This is a

required verification.

% Personal Data (HAN SOLO - APPLICANT - 100061325, 8,/1,2004)

Living Arrangement | Eligibilitsy I

Demographic T Citizenship/Residency T Student Status T Address ] us
Group list:|HaN SOLO j/_m—_‘"— Citizen
- Citizehship —————— g———

" “Werified:
115, citizen: ¢ Yes  No Yes RI Locatiat bom:l
Wered:
INS status:| | |

Priar INS status: | |

INS status date:l_a"_a" 'I Resided Since:l_-"'_-"'_ 'I IN5 card numher:l
SAVE referral date:l_a"_a’ vl Secondary SAVE clate:l_a"_a’_ vl Fallow-up clate:l_a"_a’_ vI

— Residenc:
¥ Private Request PAS use orly

. : Werified:
AZresidert: & Yes O oMo | oo T g (Movingto,&zind: fes € Mo Date movedio AZ:I_J’_J’_ 7

— Temparary Absence
Date leaving AZ: I_a"_a’ YI Date retuming AZ:I_!’_J’ 'I |
Back | Find | (8174 | Cancel | Fonward |

2. If the customer is a qualified non-citizen (KEDS code QV)
click on the “No” radio button. Research the original intake
application to determine the exact non-citizen status that
they were approved under and enter that status information

into ACE.




% Personal Data (HAN SOLO - APPLICANT - 100061325, 8,/1,2004)

Living Arrangement | Eligibilitsy I

Demoaraphic T Citizenship/Residency T Student Status T Address ]
Group IiStlHAN s0LO j |Aug 2004 vl
— Citizenship

1.5, citizen: (= Yes (&

Location borm:

Werified:
Ssiatus:lLAll‘LrFUL PERMAMNENT RESIDENT j No EI

Prior INS StatuS:INONE CF THE ABCOVE vI \

Non-citizen
||~ status

q
A . .
information
INS status date:l[lea"'l 5/1999 vl Resided Sinc:e:l_""_"" 'I INS card numher:lA’l 23456789

SAVE referral date:IDBH24f2DD4 vl Secondary SAVE date:l_a"_a’_ vl Fallow-up date:l_a"_a’_ vI

y 4

— Residenc:
¥ Private Request PAS use orly

. : Werified:
AZresidert: & Yes O oMo | oo T g (Movingto,&zind: fes € Mo Date movedio AZ:I_J’_J’_ 7

— Temparary Absence

Date leaving AZ: I_a"_a’ YI Date retuming AZ:I_!’_J’ 'I |
Back | Find | (5174 | Cancel | Fornward |

3. The next grid is “Residency”. Use the “Yes” or “No” radio
buttons to indicate if the customer meets the definition of an
Arizona resident.

Note: When the “Yes” radio button is selected, ACE
automatically defaults to verified by “ Client Statement”
however, you can enter other verification if the residency is
questionable and additional verification was required.

% Personal Data (HAN SOLO - APPLICANT - 100061325, 8/1,/2004)

Living Arrangement | Eligibilitsy I

Demographic T Citizenship/Residency T Student Status T Address B
Group IiStIHAN 50L0 j |.='!ug 2004 vl
— Citizenship

T Werified: ) ]

L5, citizen: % Yes Mo Yes EI Location hom.l
ered:

INS status | | 1

Pricr INS status:| =l

INS status date:l_a"_f VI Resided since:l_a"_f VI IMS card numher:l
S&VE referral date: I_."I_.-" 'I Secondary SAWE date:l_a"_a’ 'I Fallow-up date:

|| Residency

) <
— Residency

Private Request PAS use only

. : Wietified:
sl @ i Yes ﬂl (Mo\tingtoAZind: ) es 00 o Date mowved to .&Z:I_a’_.n’ vl

— Temporary Absence

Ciate leaving A2 I_."'_.-" vl Drate returming AZ:I_a’_a’ 'I |
Back | Find | QK | Cancel | Forward |




4. When you have completed all entries, click the “Forward”
button to continue to the next tab in the Standard Path,
which is the “ Student Status” tab.

f) Student Status Tab

1. This window is used to identify household members who are
under the age 19, employed, and meet the definition of
student. If a member meets the definition of student, certain
deductions may apply in the Medicaid screening income
calculations.

If the group members do not meet the definition of student
and are employed, click the “Not Applicable” radio button.
Once “Not Applicable” has been selected, no further
entries are necessary for this tab.

28 Personal Data (DWEEZIL ZAPPA - APPLICANT - 100063200, 5/1,/2005)

[ Living Arangement | Eligibilty )
Dernographic: T CitizenshipfResidency T Student Status T Address ]
Group Iist:lD'u'u'EEZIL ZAPPA, j |May 2005 v[
Student Indicator Werified:
% Full-time I—YES—El
 Part-time

' not Spplicable

Type of sehool: [SCHOOL (GRADES 7-12) »]

Eegin clate:IUE.-’22a"2UU4 'I Graduation clate:IU5.-’22a’2DU? vI

School name:lmreasels Fip “our Flesh High School

Street 1: 1234 Yellow Sriow Dr Strest 2|
C'rty:IPhoenix State:lAZ - l Zip: IBSDDB I
Business phone:l - - Extl Fax:l - -

Back | Find | (814 | Cancel | Formard |

2. When you have completed all entries, click on the
“Forward” button to continue to the next window in the
Standard Path, which is “Income”.

g) Income Window

1. Enter all the income in the household on the Income window.
Enter the considered income amount as it appears on the
KC270. See the Income Chapter for instructions on
entering income.



T SESSIONI - EXTRAI Perst _1&] x|
File Edit “iew Tools Sess COptions  Help

Dl(@| 8| & [ele|fr 3| ®] wlwl el 2= K|

TR: RC270 BHCCCE - EIDSCARE (EEDZ) 0672405
NTR: N I CASE IMCOME SUMMARY 14:31:10
ECO1LZ70

CTL DATE: 06-24-2005 Income taken

CAZE-ID: KO0O04501 C3LD: 91KTO1 WOREER-ID: DRO995 from KEDS
EED MDC
IHC GRUED WL IDFERED  TRT

OWHER DESCRIFTION TYP FOY INCOME AMO IND
Wi ADO1 SPRINGFIELD NUCLEA I W 71z2.50 712.5 (& C

Z011 EWD OF FILE
1=HELF 2=KC100 5=PREV 6£=KC280 7=BCE B8=FWD 9=SCRLUP 10=3CRLDN 12=AH0O00

2. Once all income has been entered into the case and verified,
click on the “Forward” button until you get to the next tab in
the Standard Path, which is the “Medicare” tab on the TPL
window.

h) TPL Window

1. Only enter current Medicare, health insurance and state
employment information in ACE. See the TPL Chapter for
instructions on entering this information. Do not enter
terminated Medicare or health insurance, unless someone
was approved with the three-month bare period.

2. Once all Medicare, health insurance and state employment
information has been entered into the case and verified, click
on the “Forward” button to continue to the next tab in the
Standard Path, which is the “Enrollment Choice” tab.

i) Enrollment Choice Window

The Enrollment Choice tab allows you to enter the health plan
choice.

1. Select the health plan that the customer picked (from the
health plan choice on the RP160) from the acute care option
drop down.

2. Check the “Apply to All Applicants” box if the entire
household selects the same health plan.



3. Select Primary Informant from the “ Selected by” drop down
box.

&k Enrollment Choice (HOMER SIMPSON - APPLICANT - 100061751, 2/1,/2005)

Enrollment Choice T Program Cortractor Search
#pplicant ist: [HOMER SIMPSON | Cortrol date: {Feb 2005 |
Fiscal courty. | Program type: [KC PARENT |
Resident cournty: IMARICOPA
Apply to all
Enrollmert change reasan: j — appllcants
— Enroliment Selection:
I¥ &opiy to 8l spalicants:
ALTCS option: | j | . Health
/ plan
Acute care option: |ARIZONA PHYSICIANS IPA j
Selected by:  [apPLICANT *—— =] Selected

by

Back | Find | (1] 4 | Cancel | Forward |

4. Once the enrollment choice has been entered into the case,
click on the “Forward” button to continue to the next tab in
the Standard Path, which is the “Case Status Summary”
window.

j) Requesting a WTPY

1. For the conversion, you will only have to order the WTPY,
but do not have to wait for the response. From the “Case
Status Summary” window, on the “lcon Toolbar”, click on
the “WTPY” button. A pop-up window appears displaying
the names of the group participants.

gyl »lmel 2 @) @) wrey buton
N
2. Click on the box next to all the customers’ names for which

you are ordering a WTPY.

3. Click “OK”. This closes the pop-up window and orders the
WTPY.




. WTPY Auto {GIR ZIM - APPLICANT - 10...

=lEEdEAE g Q” Check

_— Boxes
mne M
O \NyaD 100081893
<|:| T[] 100061394

__ OK

; Cancel |

4. If the customer does not have a Social Security Number, a
“WTPY New Request” window will appear. Click the
“Cancel” button.

. S i e .._._.
ey sl=e | = el
First Mame: IEDED M.I.:IT_ Last Mame: IELDWN
SSN: | - BIC: |;.\_

D ate of birth: IEIHIZIENEI?‘EI vI Gender:| & M F /

Hew | 0. | Cancel |

Cancel

k) Comments

1. To access comments, click “General” on the main menu
then clicking on “Comments” on the drop down menu, or by

clicking on the £/ “Comments” icon located on the toolbar.



i - : Comments (BART SIMPSON - APPLICANT - 100061753) =]
| =
Hal¥ i|eel w 2 O

forer list: Camrment dates:

Group list: Wi list:
BART SIMPSON =l [rmiorcomamtTasks ] [pavio ruprick | |wpstes -]

Prirt: QK | Cancel |

2. New comments are entered in the lower portion of the
window. Click in the lower portion of the window to position
the cursor in this area. Type, “Renewal converted from

KEDS”.

il i Comments (ANAKIN SKYWALKER. - PRIMARY INFORMANT - 100062914) =] 3

Blslv] t|ne| = @ 0
Group list: ‘firdane list: iarker list: Comment dates:
| |A Group Members =l [ wingows | faworkers | |anates =]
Renewal converted fram KEDS|

Lower
portion of
the

| window

: Prirt Ok | Cancel r

3. Once you have completed the comment, clicking “OK” adds
the comment, and closes the comment window.



) Case Status Summary

1.

The first step upon completion of the entry of data from
KEDS to ACE is to edit the case. To edit the case, click on
“Edit Case” button.

] &h.Case Status Summary (HOMER SIMPSON - APPLICANT - 100061751}

Program: [4LL PROGRAMS

j {Current control date only: W From: I IDZ;’19.-’2EID-’1 'l Through: T= ID2.-’18;"2DDS Yl

H- Case Status
- Request for Information

Contral Ot | Category | Description | weriny ot [
SIMPSON, BART
21020058 Verfication  AGE 24312005
21020058 Verffication  CHILD SUPPORT
2152008 Verfication  MARITAL STATUS
2102005 Verfication  |SSM
21020058 Verffication  WILLING TO PAY PREMIUM 243£2005
21020058 Verfication  THIRD PARTY LIABILITY
21520058 Werffication  STUDENT
2102005 Verfication | STUDEMT
SIMPSON, HOMER
Refetral S 5-5-%ocial gecurty number application request
2M02005  Verfication  AGE 2i3/2005
21020056 Verffication  ENROLLMENT CHOICE 243£2005
21020056 Vetfication  EMROLLMENT CHOICE 24372005 -
4 | _'IJ
Unresolved

Find | OK

[Detail |

Lrerride

Eefresh List

Edit Case
Latest edit:

Anplication

Fiptz & Forms

il

Add to RFI

i, Edit Case

Once you are on the “Edit Case” pop-up window click on
the “Edit Case” button, ACE begins the editing process.
The fields on the “Edit Case” window that were previously
blank now have information displayed. As ACE edits the
case, each group member’s name is displayed as the

mandatory entries are checked for that group member. This

is a continuous process performed by ACE, until all group
members’ entries have been edited.

dlaly| s |eel = o 0

Applicant:

Control D ate:

Perzan:

Proaranm:

Action:

614 |

e

Cancel |

Edit Case

3. When ACE has completed the editing process, the “Action”
field displays the message “Edits Complete”.

Edit Case



| & Edlt Ease

dlaly| »leel = o @ _||

Applicant; BaBa BUEY

Edits

- Completed
Control Drate:

Perzon:

Praogram:

Action: dits Completed
Edit Case |

Cancel |

4. To close the “Edit Case” pop-up window, and return to the
“Case Status Summary” window, click “OK”.

_ Edit Case N I
dlsly| s|nlel = ol @

Applicant: BABA BLIEY

Contral Date:

Person:

Programm:

Action: Editz Completed

Edit Caze | Cancel |

OK

5. When you edit the case, all categories (edit, form, referral,
and verification) will appear. In ACE, edit items are color-
coded based on the actions that have been, or need to be,
taken:

If the edit item is... The edit item color is...
Unresolved Red

Resolved Black

Overridden Blue

6. Resolve any edits that are red.
7. Click “OK".



m) Eligibility Test

1.

2.

Before dispositioning the case, the eligibility test will need to
be run. To access the “Eligibility” window on the main
menu, click “Determination”. On the drop down menu,
select “Eligibility Test”.

| Eligibility Test

Untimely Disposition Reasons
Dispasitioning

Share of Cost

k. Premiums

ACE displays the income group and the names of the
members of the income group. Be sure to see if the income
group is correct. If it is not correct it needs to be fixed on the
“Relationship” tab on the “Group” screen. When you
return to this tab, click on the “(Re-) Generate Budget
Units” button. When you have reviewed budget unit
information and it is correct, click on the “Forward” button to
continue to the next tab, “Run Tests”.

I 2%-Eligibility (HOMER SIMPSON - PRIMARY INFORMANT - 100061751, 5/1,/2005) [_ (O] I
[ Ovemde T Test Hiztary ]
Budget Unit T Run Tests T Wwiorksheets ]
Contral D ate: Im
— Budget Lnits Budget Unit bembers
Program | Owner | Tupe | Geq | Mame |
KIDSCARE GROUF INCOME 1 HOMER SIMPSON

MARGE SIMPS0ON

UMBORM 1 [MARGE SIMPSOM)
BART SIMPSON

(Re-)
Generate
Budget

| L+ Units

Total 4 Forward

[Re-] Generate Budget 1 nitsﬂf

Farward f |

Find | ak | Cancel |

3. On the “Run Tests” tab, click on the “Select and Run All”

button to run the tests for everyone.



3 Eligibility {HOMER SIMPSON - APPLICANT - 100061751, 2/1,/2005)

[ Override T Test Histary ]
Budget Unit T Bun Tests T Worksheets
Applicant Control Date Program Select and Fun Al i< Select
SIMPSOM, BART 2M 2006 | KIDSCARE and Run

SIMPEON, HOMER.
SIMPSON, MARGE

212006 KC PARENT
2172008 KC PARENT

All
Fun Tests |

Applicant Mame |E0ntm| Date |ngram |Category |Effective Date |Test Type |Test Result |

I Funning eligibility tests (0%

4. When ACE is in the process of running the tests, there is a
progress bar at the bottom of the “Tests Summary” field.
The line continues across the field until all tests are
completed.

3 Eligibility (HOMER SIMPSON - APPLICANT - 100061751, 2/1/2005)

[ Override T Test Higtomy ]
Budaget Lnit T Run Tests T Wiorksheets
|Applicant |Eontrol Date | Pragranm |

v SIMPSON, BART 2Mi2005 KIDSCARE

v SIMPSON, HOMER 2M)2005 KC PARENT

Run Tests
v SIMPSORN, MARGE 2102008 KC PARENT
Applicant Mame |Control Date |F'rogram |Category |Effective Date |Test Tupe |Test Result |
Progress
- Bar

Starting eligibility tests (7%

5. This will tell you which tests (Non financial, FPL Test,
Income, Medicaid Screening, Verification, Edits) fail for
which applicants.



ak Eligibility {HOMER SIMPSON - APPLICANT - 100061751, 2/1,/2005)

[ Override T Test Higtoy ]
Budget LInit T Run Tests T Wiorksheets
| &pplicant [Control Date | Frogram | Test
¥ SIMPSON, BART 212005 KIDSCARE e Type
v SIMPSOM, HOMER 2102008 KC PARENT Run Test |
un | esis
v SIMPSON, MARGE 2102008 | KC PARENT
Test
o+ Resu It
Applicant Mame |E0ntr0IDate |F'rogram |Eateg0ly |Effective Datk|Test Type |TestF|esuIt D
SIMPSON, HOMER 2152005 KC PARENT aM2005 I _
PR F IR AL FAIL
WERIFICATICHN FalL
SIMPEON, MARGE MEDICAID SCREEMING | FAIL
MO FIRARNCIAL MOT COMPLETE
WERIFICATICN Fall
SIMPS O, BART KIDSCARE 911599 FPL TEST 180% ;I
Starting eligibility t

When you have reviewed the test summary information, click
on the “Forward” button to continue to the next tab,
“Worksheets”.

The “Worksheets” tab displays the eligibility test
calculations and results. The vertical scroll bar allows you to
view the full worksheet. To select another customer who is
part of the same group, click on the ¥ (down arrow) on the
“Applicant list”, and click on the other customer’s name.
Once the worksheets have been viewed for all applicants,
click “OK” to close this window.

I'=% Eligibilicy (BART SIMPSON - APPLICANT - 100061753, 5/1/2005)

[ Overide T Test History ]
Eudget Unit T Bun Tests T Worksheets ] App“cant
Applicant list: OIS0 =1 Control Dats: [May 2005 -] List

Program [DispDate [ Test [Test Type [ Ikem [ Walug |

KIDSCARE MOM FINAMCIAL | MOMN FINANMCIAL - 914 CITIZENSHIP PASS_I
RESIDEMCY PASS
AGE PASS
SSIRECIPIENT PASS
MEDICAID RECIPIENT PASS
LIWIMG ARRANGEMENT PEMAL INSTITUTION PASS
LIWIMNG ARFANGEMENT MO PASS
MWMEDICARE PASS
HEALTH INSURAMCE PASS
ELIGIELE FOR EMPLOYEE HI PASS
WILLING TO PAY PREMILIK PASS
MONFIMNANCIAL TEST RESULT PASS ’// OK

INCCOME INCOME - 9411999 BART SIMPSON: COUNTAELE UMEARMED 1M
CHILD SUPPORT 430'00L|
L]
1 Frint Worksthiests | -

£
| Back |

Find | QK | Cancel | Forward |




n) Dispositioning

1.

2.

To start the disposition process go to the main menu and
click on “Determination”. From the drop down menu select
“Dispositioning”. This will take you to the “Disposition
Summary” window.

|Delgerminati|:|n Wiork Q8 Gener:
Eligibility Test

Untimel Cisposition Reasons Dispositioning
Dispasitioning

are af Cosk
k. Premiums

Click on the “Disposition All” button to automatically select

all applicants that are pending, and dispositions in the
correct order.

wk Disposition Summary (BART SIMPSON - APPLICANT - 100061753, 2/1,/2005)

Digposition

1 Histary ]

Applicart
SIMPSON, BART
SIMPSON, HOMER
SIMPSON, MARGE

Control Diate | Program Cateqol Status: Facility Mame

2M 12005 | KIDSCARE FEMDING
2172005 KC PARENT PENDING
2172005 KC PARENT PENDING

Disposition
All

|

I Wiarking (0%

Disposition Al
> 4

Disposition |

3.

The “Confirm Disposition” window appears. At the bottom
of this window, the statement “Press OK to Approve”
should appear. If this is the case, click “OK”.



isj, Confirm Disposition {LEIA SKYWALKER - APPLICANT - 100062916}

Control date: I 04101 /2005

You are about to Approve SEXYWALKER, LUKE for KIDSCARE - FULL LTC

Action: I-‘*«DDTDVE "'| Ef'feu:tive:l !',S.H £2005 Through: I
Owerride dates | Creerride reason:l j

Select dizpostion reason(z):

S0C eﬁ’ecti'u'e:l

— Test Results:

Man financial: IF‘ASS

Finarcial IF'ASS

i Press OK
Medical: |hia
L~ 1o
Approve
Verification: IF‘ASS
/QKIT:ASS
[« | i
| H
g N
‘ Gr‘ess Okto .ﬂppm\ra |
P peee———

Cancel | Cancel &l |

If “Press OK to Deny” appears, press the “Cancel All” button.

If the “Non financial” field fails, recheck the
“Worksheet” tab on the “Eligibility Test” window to
see what non-financial criteria the customer failed.

If the “Financial” field fails, recheck the “ Relationship”
tab on the “Group” window to see if the household
composition is correct. Also check the “Summary” tab
on the “Income” window to make sure that the income is
entered correctly.

Recheck the “Case Status Summary” if either the
“Verification” or “Edits” field fail.

Once the discrepancies are resolved, redisposition the case.



. Confirm Disposition (LUKE SKYWALKER - APPLICANT - 100062913)

Contral date: I 0401 /2005

ou are about to Deny SKYWALKER, LUKE for KIDSCARE - FULL LTC

Ation: |Deny v| Ef'fective:l DHiZBI2005

Through: I

Crerride dates | Onetride reason:l
oC ef'fective:l

-

Select dispostion reason(z):
2019
Citizenzhip Mat Werified
Health inzurance - Creditable coverage

Health insurance, Mat verified
Income - Mot Werified

Ihcome Excesds Limit

Jail

Medicaid - Receiving

Mental Institution

Premiurn - Urwiling to pay
Resident of AHzona - Mat

oL o

[

— Test Results:
N —

Man financial: IF‘ASS

Firancial:

Medical: INIA

-+
Verification: IFAIL

_ &
Edits: IF‘ASS

e —

‘ (F'r'ess Okto DenyY
e
Cancel |

Cancel &l
-

4. After pressing “OK”, ACE will bring up the “Confirm
Disposition” window for the next applicant in the case.

0) Canceling the Notice

1. After dispositioning the case, select the “History” tab on the

“Disposition Summary” window.

If fail, check
the
worksheets

If fail, check
income and
relationships

If fail, check
the Case
Status
Summary

Press
OK to
Deny

. Cancel

All



5 | Disposition Summary X

Disposition: T Histary ]

Mo records found.

History
Tab

Kl I

I iforking (0% Disposition Al | Dizpostion |

2. On the “History” tab, click the line under the name of the
first approved individual and click the “Cancel Notice”

button.
5 | Disposition Summary
Dizposition T History ] i i
Click on this
line for each
I Al records Grid can only be sorted by Applicant Mame, Program Mame, Contral Date, Disposition Date, or Effective Date
person
| Control Date I Program I Cateqgory | Status Disp Date I Effective Date Mon Financial | Financial I
S —
| KOLIE Aipmetr— —_—
™1 N
< ; 4D ) ACTIY 05/23/2005 0601 /2005 455 y D
KOUFAX,
05401 2008 KC PARENT ACTIVE 0572352005 0601 2008 PASE PASE
KOUFAX, SANFORD
05401 2008 KC PARENT ACTIVE 0872352008 0B/ f2008 PASS PAsSS
Cancel
L — Notice
1| | i
Cancel Matice Cancel Dizposition | Detail | Prewview Motice |

| Back | Find | Ok | Cancel | Forward |

Once you click on the “Cancel Notice” button, the button
will now show “Reactivate Notice”.




Disposition Summary

Disposition | History 1

[T anrecords iarid can only be sorted by Applicant Mame, Program Mame, Cordrol Date, Dispostion Date, or Effective Date

|C0ntr0| Datel Pragram I Categary | Status | Disp Date IEﬁ‘ecti\-'e Date Mon Financial Financial I

KOUFAX, SAM

KOUFAX, SANDY
05/01/2008 KC PARENT ACTIVE 06/23/2008 050172005 PASS PASS
KOUFAX, SANFORD

050172005 KC PARENT ACTIVE 05/23/2005 06/01/2005 PASS PASE

< |

Reactivate Motice

2

Cancel Dispostion | Detail | Prewiew Motice |

| Back | Find | Ok | Caricel | Forward |

3. Repeat Step 2 until all approved individuals’ notices have

been cancelled.

4. Click “OK” to exit the “Disposition Summary” window.
This is the final step in the Conversion process.

Disposition Summary

Dizposttian T History ]

I~ Al records Grid can only be sorted by Applicant Mame, Program Mame, Control Date, Disposition Date, or Effective Date

I Control Date I Prograrn I Category I Status | Dizp Date |Effecti\re Dste Morn Financial Financial |

KOUFAX, SAM

KOUFAX, SANDY
050152005 kC PARENT ACTIVE 0672372005 06012005 PASE PASE
KOUFAX, SANFORD

05012005 kC PARENT ACTIVE 05/23/2005 06012005 PASS PASS

4 |

Reactivate MNotice | Cance| Disp

i

Dretail | Prewiew Motice |

Reactivate
_— Notice
| OK

r ¢
| Eack | Find | QK | Cancel | Forward |




